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te Keep In Mind 


Proper | telep one usage is a business aid social asset. Here are 
simple rules that will develop Paasing: and efficient telephone habits: 
| , | j 


Please be sure of he Ae ae before placing your call. 


. Give the other person time to answer. 


7 

2 
| 3 Answer all calls promptly. 
4, 


Don't shout. Don’t whisper. Just speak your normal 
voice, | ‘with your lips about 4 inch from t ' mouthpiece. 


When! you have finished speaking, \sa “Goodby” 
pleasantly and replace the receiver gopity | 

ay | 
Above ail, pleas be courteous in all, yaur telephone 
contacts. Remember—"the vaice with a\smile wins,” 











